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Chief, General Services Office b December 1953
Chief, Records Services Division

Activity Report for week ending 3 December 1953

Attached are reporte of the activities of each organizationsl
segwert of the Records Services Divieion. In addition to the in-
formation contained in these separate reports, the folloving sctivi-
ties occurred during the week throughout the Division:

8. We were notified by the National Archives and

Records Service that a cormittee consisting of representetives of
the Department of State, Atowie Epergy Commission, Physical Becur-
ity Equipuent Agency and the Central Intelligence Agency, had been
appointed to study the required standards for certain types of
filing equipment, particularly those types needed in commection with
classified documents. A previous request to the Agency for the
designation of a representative resulted in the appointment of
#oﬁ' the Security Office. It 1s the feeling of the National

ves and Records Service that the Agency should designate &
person who is Alrectly concerned with records managenent .

b. The National Archives and Records Service advised us
that, as & result of a request to this Agency sowe time ago, a
E;:;;::::;;of the Becurity Office had been designated as the person
0 be contacted in comnection with Aiscussions on the need for
yermanent retention of Nationsl Selective Service records.

€. Beveral confacts were made with Agency officisls
relative to progress wade in their respective organizations on the
records wanagement program. The individual reports will be sub-
nmitted later in connection with these visits.
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Report for veek ending 3 December 1953 from RECCRDS DISPOSITION BRANCH

Medical Office

Forty-one describsble items involving an estimated
373 linear feet of records have been identified and
listed during the records survey of this Office.

The inventory is not yet completed. Preliminary
evaluations reveal that & high precentage of the
records are of continuing value and require estab-
lishment of procedures for their adequate protection.

Poreign Broadcast Information Division

An estimated TOO linear feet of recorde have been
listed as of this date. Because of the poor arrange-
went of the record materiasl, the establishmwent of
records series and their sub-groups has been
attempted only in the most general terms.
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Report for week cnding 2 Decenbsr 1953 from
RTTARTS AND CORATSPRNDTICR VANACTLHINT BRANCH

1. Outlined the main objectives of our Reports and
Correspondence Managemant Programs and how we anticipate
acoomplishing them. This material is for the use of
individualas promoting reports and gorrespondencs nals
agement. It is also anticipated that a copy could be laft
with operating of{ficials at the conciusion of Jdiscussions
on these programs, The need for this outline will be nul-
1:fied won publication off the %ilecords Management Program
guide® and other promotional matarisle

25X1 2, et with |ﬂ—_|ot the Medical 0Office to discuss needs
for Reports and Corraspondence Management Programs. 25X1
Telt that reports and corresponderce management principles
could be applied advantageously to thelr operations, He uas
particularly enthusiastic over the poseibilities of atreams
14ining correspondence. No definite plans were made to install
the nroprams pending his further discussion with liedical
0ffice officiale,

3. Pvaluated beneficial sugsestion 530 which advocated the
corraction of minor typographical orrers Yy pen and ink,
Submitted findines and recormendations, 1neinding & proposed
CIA Nobice which would place the sugmestion in effect,

L, Reviewed the Hecords Manageent Program plen for the
Logistics O7fice us ulidtied Ly its Area Records Officer,
Forwarded comments to the Chief, Records Services Division,

B, Tedcveloped in stof? study form materizl previeusly sube
mitted as a staff waper MJustification for a Guide to Fffec=
tive Vriting and Correspondence Management Techniques®,

THial, 1rhorts ADJ COrresponcernte
tanagenent Branch
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Report for weak endng 3 Decenbar 1953 from PORKS MANAGINENT BRANCH

Raport for the month ending 30 November 1953 was
compiled and gaked tted,
‘ The phased waster plan for forus menagenent has been |
25X1 K | in germ-ag substanca U, | | and 25X1
‘ as subrdtted, Additional detsils rels~
tive W mapower roquiremsats and target dates
remadn to be resolved,

Tasuance of Fiu@ momy to all Area Records Offigers

relative to seourity clasgifications on forms has
W beent temporarily sugpendsd pending a reyxite to
S conform *o pravislons of the new Exscutive Order,

Ismuance of M. memo tc all Aves Records Officers

relative to preliminary program publicity continues

% be held up becsuge of diffieultiss ancountoved

in igsuing this type of material by memo rather than

in notice or other reguladery form. In discussion

25X1 with %ﬁm 1 Decom:er 1953 it was agreed that
' the problem would be westudied and every offori made
' to imeus this or sirdlae matorial in some form in ithe
noar future, :

Preparation of sst of Vusegraph siides continusa.
Art work is sbout S0% corplete, Additional type
~ setting at the Pentagon be reguired.

Teployee Suggestion 7370 is completed and evalumilion
has been signed by] | 25X1

Forms and procodussl study of the Information Reporte
ing system impolving Form No, SlslAA has been @oe
panded %o include 35«99 and S1e58, Field Information
Hoports, Addltionzl meotinge have been held and
preliminary snalysis completed, A pawposed consoli-
dation of the three forms has been developed and
- . coordinated with Draft sent to iCem 25X1
. ilon Plant 3 Lecember 1953 for propescation of
type draft copy for coordination purposes,

Tentative agreerents concerning sterility requivemants

for forms sent to and from, or used by fleld crganisg

- tions, have been conpluded wilh representativeg of "DfF
- and Logiatics, Confivming momorandum has been sent o

. wbgistica, S 3
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Flans hawe been made to gondict a swdy of the stosired
forms mpply systen upam completion of other pﬂmv

projects,
Current Requests for liew, iloviged and Rmnted Tormss

Ho, of HeqiisiGion Copies
iiew 6 . 20,900 Total
Jlaviglons B | 800,000  ®
W.ﬂta 17 R 3 2r}0 " .
Crand Total
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Report for week ending 3 Decewber 1953 from RECORDS SYSTEMS BRANCH

Vital Materinls

A miorofilnming tear is now werking on the filming
of vital materials in CFY.
of the Dpace, Ma%ntemnca ::na n?ih*& ! gi fgr oﬁr
arz: nepotiating for space i Forth Dul dling
miorogtotegraphers to £1lm the Blographle Reglster
dosslers .

-¥all Control

The following 1s ar zsecunting of the work performed
previously by leborers fron Logistics dub presently
being done by couriers:

27 Foverber - 1% bags to[ ] £ return to 333-% 25X1
30 Xovember - 37 bags, 15 pac‘mﬁa*:s to[] 7 bags 25X1
return to State (% wen and 2 trucks
wers used), .
1 Decenber ~ 1F bags to[ ] & wet urs to Siate : 25X 1
2 Decenber « 10 bags to [] 8 returned 55X 1
2 Decewber - NIS - 42 bage, 29 boxes, 5 men used.

On 1 Deceuber 1953, an agreement wes reacbed between
25X1 | Jof Tscal Divisjon eni[ __]of Mail 25X1
Tontrel to esteblish a courler poal In gpsce at Alcott
21l (Bay $1031) vhich is sssigned to the Tiscal Tr-ision.
Arrangensnts have been made 1o have o sombinnsion lonk
#{le cabinet anl a sorting table woved to this lo-
cation. A messenger will be assignc? as soon as this
is aceospliched. :

25X1
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Security Information

Esport for the week ending 3 lecember 1953 of the RECORIS ¢ i’i‘sﬁ BRANCH

Five researchers from UBR were assisted in lecsting certal
Hecords in the Habional Archives and letters of access Wﬂ;
secured for three of the goorchers. 4 visit to the Archives
was nesessary in order to expedite the wse of cortaln reourds
in a Yrush” preject that, am&m"mg to CBR, Ywas of grest iow
teregt to the Director's office.”

How that all records bave beeun shelved, esrialn persomnel of
the (enber have besn engaged, as time permibs in identifying
seatihersd emrias of records that were reeeived withoud propse

- documenbation, Opiginating offices are comtacbed in those
caves and z‘mm’.@ué Yo cubnit the proper forms. In some
instances it will te recessery for Uerder persorowl o prepare
vhie docuwsentatifn.

GSA/PES has promised to furnish a crev of skilled latorers te
erect steel shelving os soun 28 the men are sveilsbls. g
work has been done on lowe ﬂmg the lighte in the fils cobinst
HECB

D5X 1 ] | tie ageney safety efficer, along widh| \ 25X1
of ¥ ingpocted the @m&mzz@ now erected and ave W g o
decision s bo the type of byaeling reguirede

CORFIDERTL:

gecurity Inform *ﬂ n
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6 APPENDIY B o We nding 3 Decewber 1953

___Average Week
This Week Last Fiscal Year

Microfilming ’
Images filmed-Rotary Camera 0 18’337
Flat-bed Camera 9,785

Records Center-(all figures in cubic feet)
Records received for processing
and storage
References to record material
Records material destroyed

Supplemental Distribution Center

a. New material for stock:
Information Reports
Intelligence Reports

b. Supplemental Distribution:
Information Reports
Intelligence Reports
Notices
Regulations
Others

¢c. Initial Distribution:
Notices
Regulations
Others
d. See Attachment
Mail Activities

a. Post Office Mail
Incoming
Outgoing

Postage expended
Scheduled Courier trips
Special Courier trips

Inter-agency mail by Courier
Incoming
Outgoing

Personnel actions:
Recruitments
Separations

Use of Motor Pool Vehicles
Available
Available but delayed
Not Available
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feport. for week ending 2 December 1953 from MAGHINE RECORDS BRANGH

Administrative :

A saving of approximately $600.00 is represented by the sal-
vaging of the second copy of the T/A Report from the stock on hand.
This was accomplished by having employees assigned to the Personnel
Pool remove the staples and carbon paper from the two part form,
“ince future plans call for a one part form the extra copy salvaged
will provide the Agency with an additional eighteen months supgply
of T/A Revort forms. . : 8

 Operationals

Personnel Section

1. A Position Control Register for the entire DD/I group has
been nrepared and forwarded to the Personnel Office. This register
is to be used by the Personnel Officde generally, and Classification
and sage Division specifically, as an over-all guide in determining
position trends, '

' This report will not be distributed to the offices concerned
at this time. It .is felt that "Position Control", as such, will be
a complete reality when all Agency components have besn screened and
all true slot numbers included in the Personnel Status Card File.

The Office of Communications and the Training Office will be
screened,during the month of December 1953, for accuracy of the re-
conciliation of the Persomnel Status and T/0 Information which has
been combined in the Position Control cards., As anticipated, the
DD/P complex will be the last group to be screened. It is expected
that Field Foreign T/0's will, at some near future date, be completely
punched and included in the T/0 Files. The Personnel Section, Machine
decords Branchy is continuing to work in close contact with responsible
offieialsin the Personnel Office in the establishment of a complete
Position Control for the entire Agency as soon as possible,

2. Two projects of considerable interest to the Personnel Section
of Hachine Records Branch have been discussed with officials from
the Personnel Office. . e

A. Quarterly processing for both the Applicant and Lmployee
Qualification Register. The quarterly processing of these
registers will be a considerable saving in time to the Personnel
Section. The present system calls for the processing of the
two registers on a bi-monthly basis, and alternating between
Applicant and Employe Registers each month., Quarterly pro-

‘”pgggigggwillijh4§ Yt jthere will be four (4) months in each
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yoar in which neithsr of the registers will be processed.
This systenm will afford the Persomnel Section the much
nesded additional time to complets the checking and
slligning of several of its files, :

B, 7The estsblishment of a complete foreign country and
city code to be included in &l) Status Cards commencing
December 1953. reparation of codes and processing procedure
has been completed. This particular project involved many
hours of resesrch in order to gear all aspects of this code
to the particulsr problems native to personnel reperting.

tritten concurrence om the above projects is expscted within
the naxt week, ; :

Unvouchered Payroll Section - Coaversion of Normal Pay File to
reflect the new %0% tax reduction,
Vouchered Payrell Section ‘

1. Conversion of Normal PFay Mle to reflect the new 10% tax
reduetion. C ‘

2. Beginning & December 1953, only one copy of the T/A Report
will be prepared. These coples will be submitted at the end of sach
pay perlod by the offices t6 the Pay Roll Branch where they will be
computed and retained. CLmployees will receive the new Employee
Statement of Farnings and Deductiens in lieu of the T/A Report,

(See attachment),

3. Reassignment of smployee numbers to re-establish the alpha-
tetical sequence of the Vowehered “ayroll Employee Roster File.
ine to name changss during the past two years the Roster FPile is
not in trus alphabetic sequence, _

' | |
Thief, Machine Records iranch
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EMPLOYEE STATEMENT OF EARNINGS AND DEDU‘!ONS

FOR INFORMATION ONLY - NON NEGOTIABLE

o[ oA | veAR | Wo. | GAV | vEAR |

NET PAID

KEEP. THIS STATEMENT AS A PERMANENT RECORD OF YOUR EARNINGS AND DEDUCTIONS

THE DATE < FAYMENT RATHER THAN ThE PERIOD WHEN EARNED DETERMINES THE AMOUNTS OF EARNINGS AND _DEDUCTIONS
PROPERLY FOR INCLUSION ON FORM W 2 WITHHOLDING STATEMENT

BMB837821

INVEST IN UNITED STATES DEFENSE BONDS
FORM NO.
ocT 1953 34-45 ENROLL IN THE PAYROLL SAVINGS PLAN




